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This instruction implements Air Force Policy Directive 36-30, Department of Defense Instruction
1300.18, and Air Force Instruction (AFI) 36-3002, Casualty Services. It establishes responsibilities and
procedures for casualty reporting, notification, and assistance to the Next-of-Kin (NOK) of Air Force
casualties (deceased, missing, captured, seriously ill/injured, incapacitating illness, or injury). It applies to
all organizations assigned or attached to Dover Air Force Base. This instruction requires the collection
and maintenance of information protected by the Privacy Act of 1974 authorized by Title 10 United States
Code (USC), Sections 1475 through 1480, 2771, and 8013 and 37 USC, Sections 551 through 556. Sys-
tem of Records Notice F030 AF MP C, Casualty Files, applies. 

SUMMARY OF REVISIONS

This document is substantially revised and must be completely reviewed. 
 

1.  Responsibilities:  

1.1.  The Casualty Assistance Representative (CAR) (436 MSS/DPMP) is responsible for casualty
reporting, notification, and assistance as outlined in AFI 36-3002. All reports of casualties or queries
for assistance occurring during duty hours will be referred to the CAR. The 436 MSS/DPMP will fur-
nish a roster to Command Post, Medical Group, Mortuary, and Security Forces, listing casualty
stand-by representatives to contact during non-duty hours. Casualty stand-by personnel are relieved
from all additional stand-by duties that would interfere with casualty reporting, notification, and assis-
tance. 

1.2.  The 436 Command Post (436 AW/CP) is responsible for receiving casualty information during
non-duty hours and immediately contacting the casualty stand-by personnel. All calls referred to or
received by the 436 AW/CP will be annotated with name, grade or title, address, and telephone num-
ber of the caller. The 436 AW/CP will not discuss details of an incident with next of kin (NOK) but
will advise NOK that a representative from the Casualty Services office will return their call. 
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1.3.  All Air Force tenant and Geographically Separated Units (GSUs) will appoint a Casualty Repre-
sentative. Units whose Field Personnel records (FPRs) are not maintained by 436 MSS/DPMPS will
furnish copies of the DD Form 93, Record of Emergency Data, and VA Form SGLV-8286, Service-
men's Group Life Insurance Election to the CAR in the event of a casualty in their unit. All active
duty casualties assigned to GSUs will be reported directly to the CAR during normal duty hours and
to the 436 AW/CP after duty hours. 

1.4.  436 Medical Group (436 MDG): 

1.4.1.  In Very Seriously Ill or Injured (VSI), Seriously Ill or Injured (SI), or Incapacitating Illness
or Injury cases (III): 

1.4.1.1.  Notify the CAR during duty hours and 436AW/CP after duty hours. 

1.4.1.2.  Upon request, Patient Administration will provide CAR the prognosis of the patient
and other information pertinent to accomplish the Invitational Travel Orders (ITOs) to trans-
port the patient's NOK. (Attachment 1) 

1.4.2.  In death cases: 

1.4.2.1.  Patient Administration will notify the CAR during normal duty hours and the 436
AW/CP after duty hours of all active duty or retired deaths, regardless of their service compo-
nents. 

1.4.2.2.  Provide a medical person to augment the Notification Team, as long as such support
does not hinder the mission or duty requirements of the 436 MDG. 

1.5.  436 Communications Squadron (436 CS) will ensure casualty stand-by personnel are contacted
on immediate/priority incoming casualty messages during duty hours. During non-duty hours contact
the Command Post. Base telephone operators will give all casualty calls priority. 

1.6.  Security Forces Control Center (436 SFS/SFCC) will notify the CAR during duty hours, or the
436 AW/CP after duty hours, upon learning of a casualty. The SFCC will provide the CAR all known
information pertaining to the casualty. 

1.7.  Base Public Affairs Office (436AW/PA) is the only base agency authorized to release informa-
tion concerning casualties to other government agencies, the public, and news media. Public Affairs
will coordinate with the CAR to ensure NOK notification is complete prior to release to news media. 

1.8.  Dover Mortuary Office (436 SVS/SVD) will provide the CAR with an up-to-date roster of
on-call mortuary officers’ names and telephone numbers. 

1.9.  Financial Services Officer (436 CPTS/FMF) will provide the CAR with an up-to-date roster with
names and telephone numbers of Accounting and Finance representatives authorized to make death
gratuity payments during non-duty hours. 

1.10.  Base Chaplain (436AW/HC) will augment the notification team with a chaplain. The CAR will
notify the duty chaplain. 

1.11.  Transportation (436 LGT/LGTO) will provide a sedan or station wagon to be used for casualty
notifications and assistance. In addition, 436 LGT/LGTO will provide a driver for all casualty notifi-
cation teams. Transportation will be provided regardless of the day or hour, and operating distance
limitations are waived see AFI 24-301, Vehicle Operations. 
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1.12.  Unit Commanders will notify the CAR and Security Forces during normal duty hours and the
436 AW/CP after duty hours of all active duty or Air Force civilian deaths and will coordinate all
casualty matters with the CAR. 

1.13.  Chief of Civilian Personnel (436 MSS/DPC) is responsible for all assistance to NOK of Air
Force civilian employees. 

1.14.  Chief Personnel Support for Contingency Operations Team (PERSCO) will ensure that PER-
SCO team members are trained on all aspects of casualty reporting and establish procedures for
reporting casualties from a tactical environment. 

2.  Notification Procedures.  

2.1.  436 AW assigned or attached casualties. Notification of NOK in the immediate area will be made
by squadron commanders providing they are a field grade officer and are of equal or higher grade than
the casualty. 

2.2.  NOK of Air Force personnel not assigned to 436 AW residing in local area. The CAR or casualty
stand-by person will form a notification team consisting of a field grade officer who is of equal or
higher rank than the casualty, the duty Chaplain, and a medical representative. The CAR or stand-by
casualty person will brief the team on their responsibilities, and furnish a copy of the original notifica-
tion letter to be delivered to the NOK. 

2.3.  Aircraft Mishaps during duty hours 436 AW/CP will immediately notify the CAR of all 436AW
aircraft mishaps (military or civilian contract), which had Dover AFB as its originating or last depar-
ture point. After duty hours, 436 AW/CP personnel will notify the casualty stand-by person. The CAR
will be notified immediately upon the death of any 436 AW personnel resulting from a 436 AW air-
craft accident, regardless of its departure point or location. The Command Post will furnish the CAR
a list of crewmembers, including their organization of assignment, as well as a copy of the passenger
manifest. 

2.4.  Multiple Casualty Reporting in the event of a mass disaster. Procedures outlined in the current
Wing Mass Casualty Plan, Disaster Preparedness Plan, and Quick Reaction Checklist 14-1 will apply. 

2.5.  Invitational Travel Orders (ITOs). The responsibilities of base agencies as related to ITOs are
outlined in Attachment 1. 

FELIX M. GRIEDER,   Colonel, USAF 
Commander 
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Attachment 1 

INVITATIONAL TRAVEL ORDERS (ITOS): 

A1.1.    The Air Force may provide round-trip transportation to Next-of-Kin (NOK) to the bedside of
members who are Seriously Ill/Injured (SI), Very Seriously Ill/Injured (VSI) or in a situation of imminent
death, whether or not electrical brain activity still exists or brain death is declared. It takes the coordinated
effort of medical personnel, unit commanders and the Casualty Assistance Representative (CAR) to
ensure an effective ITO program. The program applies to the NOK of active duty Air Force members and
ANG/IJSAFR members in a duty status. No more than two NOK may be provided round-trip transporta-
tion. 

A1.2.    Medical personnel responsibilities: The attending physician initiates the request for ITOS. 

A1.3.    Military Medical Treatment Facility (MTF) commander's responsibilities: The MTF commander
determines that the presence of the family member may contribute to the member's health and welfare and
concurs with the attending physician's ITO request. The term "health and welfare", with respect to the
member, includes a situation in which a decision must be made by family members regarding the termina-
tion of artificial life support being provided to the member. He/she must ensure that the CAR is immedi-
ately notified of the request and is provided all required information to effect ITO approval and
arrangement of transportation by HQ AFPC/DPWCS. 

A1.4.    Unit Commander’s Responsibilities: When advised by the CAR of the NOKs approved itinerary,
the unit commander assigns the NOK an escort to arrange for the reception, quarters, and whatever assis-
tance is needed. He/she ensures that the escort stays in contact with the NOK during the stay, and informs
the CAR when return transportation is required. 

A1.5.    CAR Responsibilities: The CAR is the overall focal point for the ITO program. The CAR coordi-
nates all actions with HQ AFPC. 
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Attachment 2 

CASUALTY AUGMENTATION SUPPORT TEAM (CAST) RESPONSIBILITIES 

A2.1.    The purpose of the CAST is to ensure casualties are reported to HQ AFPC Casualty Operations
Center in the shortest possible time to ensure prompt, accurate, and humane notification of Next-of-Kin
(NOK). The CAST is composed of personnel assigned within the Military Personnel Flight (MPF). 

A2.2.    MPF Chief responsibilities - When notified of a situation resulting in mass casualties, the MPF
Chief will authorize recall of the CAST to augment the Casualty Assistance Representative (CAR) as nec-
essary. The MPF Chief will also determine if TDY manning assistance from other Casualty Assistance
representatives is required to provide additional support for casualty reporting, assistance etc. When tele-
phone contact with AFPC Casualty Operations Center cannot be established, the MPF Chief determines if
abbreviated casualty reports are required. 

A2.3.    CAST members will receive and participate in quarterly training conducted by the CAR and
familiarize themselves with casualty reporting procedures. 
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